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SuDplement  A 

Policy  and  Procedure  for  Parchase  Prograr.s  Otkcr 

Than  Section  32 


Conduct  of  APIA  purchase  programs  and  purchase  operations  which  supply 
the  needs  of  our  allies,  territories,  and  other  requisitioning  •'agencies 
is  a  .joint  responsibility  of  the  Coirjuodity  Branches  arid"  of  the  Pur- 
chase Branch.    Onlj^  tlirough  the  combiiied  experience,  "talohtj  "and  other 
resources  of  all  the  Gom^odiuy  Branches  and  the  Purchase  Branch  can 
v;e  effectively  accomplish  the  -objectives  of  the  L^and-Lease  and  other  ' 
purcha-se  programs.    To  make  the  most  effective  use  of  all  •our  facil- 
ities and  to  .prevent  duplication  of  effort  or  neglect  of  certain  areas 
of  our  prograj'-iS,  it  is  essential  that  the  specific  responsibilities 
of  the  various  organizational  units  concerned  be  defined  and " thoroughly 
understood,  .  The  delineation  of  reeponsioilities  for  carrying  out  our 
assigrim-ent  is  as  follov/s: 

Comjgodity  Branch  Responsibilities;    The  .Commodity  Branches  shall  have 
available  at  all  times  complete  and  reliable  information  on  current 
and  anticipated  requirem.ents  for  their  commodities/ present- and  pros- 
pective production  needs,  available  and  projected  processing  facilities, 
supplies  on  hand  a±id  anticipated  volume  .of  imiports  and  exports^  AMA 
and  other  governmental  and  non- governmental  inventories,  location  of 
supplies.     In  addition  the  Commodity  Branch.js  shall  maintain "uo-to- 
date  techJiical  data  on  price  trends  and  the  general  economxic  situation 
for  their  commodities,  purchase  specifications j  and  containers  suitable 
for  each  commodity.  '  ^ 

These  resources  of  the  Commoditj/"  Branches  will  be  drawn  on  in  forr.u- 
lating  purchase  program.s  and  in  determining  availability  of  co^^miodities 
and  drawing  up  specifications  as  comjnodities  are  requested.    The  Com- 
modity Branch  will  receave  through  the  Assistant  Administrator,  (''t.  Kolt) 
as  provided  below,  copies,  of  all  requisitions  and  corm.unications  from' 
requisitioning  agencies,  such  as  the  British  and  Russian  Food  Ilissions, 
and  where  the  comirami  cat  ions  deal  with  problems  of  general  supply,  avail- 
ability, specification,  price  and  comj-.odity  policy,  the  Com.m.odity  Branch 
vn.ll  prepare  replies  to  such  commmiications .    All  form.al  dealings  with 
the  i-equisitioning  agencies  except  those  involving  /J'-LA  inventories, 
shipping,  storage,  delivery  and~the  handling  of  comm.odities  purchased  or 
under  contract  to  be  purchased  shall  be  conducted  by -the  Comjriodity  Branch 
through  the  Assistant  Administrator  as  proviaed  below,  -vith  m.ajor  policy 
questions  to  be  brought  to  the  attention  of  th^  Admtinistrator  at  the 
weekly  purchase  meeting  in  his  office. 
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The  commodity  branch  shall  participate  in  the  preparation  of 
purchase  announcements,  the  av/arding  of  contracts,  the  rocoi-'^irienda- 
tion  of  penalties  where  vendors  are  finable  to  fulfill  their  con-  . 
tractual  obligations,  and  amendments  to  contracts. 

Purchase  Branch  Responsibilities ;     The  Rirchase  Branch  shall  have 
charge  of  contracts  to  purchase,  transfer  from  inventory,  shipment, 
storage,  packaging,  dealing  v/ith  vendors  under  contract,  receipt, 
exchange,  transportation,  and  other  handling  of  all  goods  purchased. 
The  Purchase  Branch  is  responsible  for  having  inspected  the  comm.odities 
iJla  purchases.    .Ine-pection  will  be  provided  through  the  inspection 
service  of  the  appropriate  commodity  branch. 

The  Purchase  Branch  shall  toke  the  initiative  in  the  preparation  of 
purchase  announcements,  issue  purchase  announcements,  receive  offers 
to  sell 'and  prepare  schedules  of  'such  offers.     It  shall  take  the 
initiative  in  secui-ing  agreements  vdth  the  commodity  branches  concerned 
on  recommendations  for  purchase  and  shall  participate  in  the  awarding 
of  contracts. 

The  Purchase  Branch  shall  handle  all  dealings  with  requisitioning 
agencies  on  problems  of  shipping,         inventories,  storage,  delivery, 
and  the  like.    This  includes  preparing  replies  to  co^ -muni cations  of  , 
the  requisitioning  agencies  on  the  above  problems.     In  dealing  with 
the  requisitioning  agencies  the  Assistant  Administrator  shall  be  kept 
fully  informed  of  developm.ents,  and  conmunications  to  the  requisitioning 
agencies  shall  be  routed  through  the  Office  of  the  Assistant  Administrator 
in  charge  of  requirements. 

Responsibility  of  the  Assistant  Adm.inistrator  in  Charge  of  Requirements: 

The  .issistant  Administrator  shall  have  general  charge  of  determining 
over-all  requirements  of  food  and  other  coimnodities  which  /iMA 
procures  for  Lend-Lease,  territorial,  Caribbean,  c_nd  all  other  programs. 
He  will  rely  on  the  riisources  of  the  comm.odity  branches  in  making 
this  determination,  and  v;ill  work  with  other  agencies  and  departments.. 

All  requisitions  from,  requisitioning  agencies  shall  be  rec^i^^ed  in 
the  .'idministration  by  the  Assistant  Administrator.    He  will  be 
responsible  for  immediately  forwarding  requisitions  and  other 
communications  received  to  th ^  Purchase  Branch  and  the  appropriate 
commodity  branch  for  their  information  or  action.    All  com.miunications 
to  requisitioning  agencies  from  the  ccminodity  branches  or  the  Purchase 
Branch  will  be  forwarded  through  the  Office  of  the  Assistant  Administrator 
for  his  information  and  clearance.    Hatters  of  significant  policy 
shall  be  prepared  for  the  signature  of  the  i.dministrator. 


The  Assistpnt  Administrp tor  sh"^!!  pr'?D?r<p,  or  hrve  preppred,  the 
program  authority  for  ?11  purchase  progrpms  co^^ered  in  this  memorandum. 
The  urogram  authority  shall  include  the  basis  of  operation  and  the 
organization  to  operate  the  program,  oper?ting  limitations,  program 
name  ?nd  title,  and  any  other  items  which  may  be  necessary  for  the 
direction  of  the  Purchase  Branch  in  its  operations. 

/ill  reauests  for  purchases  vdll  be  received  by  the  ./^ssist^nt 
^Administrator  ^nd  no  action  shall  be  taken  upon  such  requests  until 
approAi^ed  b^"  the  f^^ssistant  .Administrator.     If,  for  any  r-'^ason,  such 
directions  cannot  be  carried  out,  the  P'j.rchase  Pranch  shall  advise 
the  Assistant  ^Administrator  who  v.lll  take  such  action  as  he  deems 
necess-ry  and  aDpropriate. 

The  Assistant  Administrator  will,  in  addition^  determine  if  Purchase 
and  the  appropriate  commodity  branches  are  agreed  on  (a)  announcem.ents 
of  requests  for  bids,  (b)  contract  a?'8rds,  (c)  nee^otiated  purchases, 
(d)  amendm.ents  to  contracts,  (e)  penalties  where  the  vendor  is  unable 
to  fulfill  contractual  obligations,    i^ll  ca s e s  of  these  tyoes  should 
be  brought  promptly  to  his  attention.     If  they  are  agreed,  he  will 
apDrove  them  as  a  m.atter  of  course  unless  he  is  in  doubt,  when  he  will 
refer  the  case  vrith  his  recomjnendation  to  the  /administrator.     If  they 
are  not  agreed,  he  will  attempt  to  reconcile  differences  and  if  they 
are  not  promptly  reconciled,  he  will  refer  to  the  .Administrator  or 
i^ctine"  Administrator  for  decision. 

In  the  cane  of  penalties,  in  all  cases  where  they  involve  in  excess 
of  $2,000,00  he  mil  f onward  the  case  with  the  recomiriendations  of  the 
Purchase  and  appropriate  commodity  branch  and  his  oim  recommendation 
for  action  by  the  Administrator. 

The  Assistant  Adrninistrptor  will  prepare  weekly  summaries  of  requisition 
and  other  communications  from  requisitioning  agencies.  Con.f^idential 
:.,copies  of  such  summaries  shall  be  furnished  to  the  Associate 
''Administrator,  other  assistant  administrator,  all  branch  chiefs,  pnd 
the  Chief  of  the  Marketing  ReDorts  Division. 

Reports  to  the  Administrator;    .^11  purchases  shall  be  reported  weekly 
by  the  Purchase  Branch  to  the  Administrator.    This  report  shall  be  in 
addition  to  any  purchase  reports  now  being  prepared.     This  weekly  report 
Yn.ll  include  in  tabulated  form  the  list  of  commodities  purchased, 
quantity,  range  of  prices,  estimated  costs,  name  of  vendor,  name  of 
program  under  v.'hich  purchase  is  m.ade,  and  psencj  or  aeencies  for  which 
purchase  w^as  made. 

Copies  of  eash  of  these  reports  shall  be  s^nt  to  the  /ssociate  Admin- 
istrator, the  Assistant  i'dministrator,  the  appropriate  commodity  branche 

and  the  Division  of  Marketing?  Reports.     These  reports  shall  be  con- 
fidential insofar  as  they  contain  information  not  now  beihg  made  public. 


Li1mI:3D  DEPASSvniNT  C?  AG-RI CULTURE 

A^^ricul  t^iral  I^arkotiii:^  Adninistr-.iticn 
Wach  in g t  c  n ,  L .  C , 

■i.'ovemDer  16,  1942 
AD::I:TIST31AT0?c'5  laMOSAKDUM  l^C.  15  v.- 


On  several  occasioni:.  lja.taly  th-3  proDlem  "r.as  corno  vcn  of  allocating 
qua.ntitiOo  of  various  itOiP^s  v/hon  ciu^  purchases  fall  short  of  total 
r  e  q_\\i  r  3  mc  ii  t  s  . 

In  or  dor  to  meet  trris  situation,  the  following  stops  are  to  he  taken: 

1.  The  coriiaoclit^'  hranches  r-.ist  a,ss-,ir^.3  a  sufficiently'  aggressive 
prccaren-ient  polio:/  to  prevent  such  occasions  from  ccciirring. 

2.  If  the  situation  has  to  he  dealt  with,  the  prchleiTi  of  allocat- 
ing anong  the  several  -.issions  -and  agencies  is  the  responsi oility 
of  the  comnodity  hrancii  heao.  or  such  person  as  he  ma;/  designate  to 
carry  out  that  res-oonsihili ty .     In  arriving  at  decisions,  the 
corimodit:-,-  cranch  head  or  nis  cesignated  representative  should 
consult  with  the  liaison  nen  in  the  Aujjdnistrator '  s  Office 
assigned  to  the  several  progrSdTis  and,  where  necessary,  with  the 
Chief  of  the  Bistrihution  Braixch. 

3.  The  allocations  will  to  sose  extent  depend  on  the  loca.tion  of 
oro:  supplies  a>nd  their  packaging  a.s  v/ell  as  on  the  extent  to 
v/hi ch  coffiiuitnients  haA-e  already  heen  nio.de. 

4.  it  is  oDvious  that  no  preciso  fcrnnila  can  he  d.avised  for  rllo- 
cation.     There  are  nan;.'  ciai.uants  for  availahle  food  supplies 
and  the  clai:n  of  oo.ch  dei->ends  upon  circ-Jia stances  and  policies 
at  the  tine  the  demond  is  E,o.de .    ¥e  should  use  o'ur  very  hest 
judgment  in  coming  to  decisions  o^uickly  as  to  where  Ouvailahle 
supplies  of  commodities  should  go.     In  most  cases  progroja 
liaison  nen  wcrhing  with  appropriate  hranch  chiefs  can  achieve 
fair  and  equitahle  distrioution .     If  c^reement  caimot  he  reached 
oy  the  comiiodity  hranch  chief  or  his  designated  representative 
and  tho  progr^Lin  liohson  man  a:Dper--l  for  do term.in>ation  should  he 
made  to  the  Administrator. 
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